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Course Introduction

Through discussion, demonstration, and hands-on computer lab
work, this course teaches you the concepts and terminology
associated with approvals in SATERN. The goal of this guide is to
establish a working understanding of the concepts associated with
the approval process for items and scheduled offerings. This guide
is broken down into three lessons: Approval roles, approval
processes, and applying approval processes to items and

scheduled offerings.

OBJECTIVES

Upon completion of this course, you will be able to:

Describe the capabilities of approval processes
Create an approval role

Assign an approval role to a learner

Create an approval process

Apply an approval process to an item

vV V VvV ¥V V VY

Apply an approval process to a scheduled offering
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TARGET AUDIENCE

This training is intended for SATERN administrators responsible
for:

+ Setting up approval processes in SATERN
+ Assigning approval roles to learners

+ Applying specific approval processes to items and scheduled

offerings

USING THIS GUIDE

This classroom guide is designed to be used in conjunction with an
instructor. The guide provides general information that will be
elaborated upon by the instructor. For additional information, refer
to the online help.

Throughout the guide, you encounter icons that call out various
types of information. The following table illustrates how this guide
uses icons to indicate different types of comments, activities, labs,
etc. that support the text.

Icon Definition

== Activity: Indicates an activity for you to complete that helps
u/ reinforce the information you just learned.

Note or Tip: Indicates additional information that is related to the

= information presented. It also provides helpful hints and tips or other
guidance that further explains the information it accompanies.
Lab: Indicates a hands-on computer lab. Follow the step-by-step
process outlined to perform specific tasks in the system.

Warning: Warns against particular actions, or that a particular
condition might indicate a problem.
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ADDITIONAL RESOURCES

There are a number of additional resources that can provide you

more information about the SATERN system. These resources
include:

+ Online SATERN system help

+ Task-specific job aids
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Lesson 1.
Approvals and Approval Roles

The goal of this lesson is to establish a general understanding of

approvals and approval roles in SATERN.

OBJECTIVES

Upon completion of this lesson, you will be able to:

» Define an approval role
» Add a new approval role

» Assign an approval role to a learner

WHAT IS A TRAINING APPROVAL?

The approval process is a function in SATERN in which
administrators can utilize one of the many approval processes to

meet their requirements.

NASA Business Rule

The creation of the approval roles and approval processes is
completed by the NSSC with the approval of the Executive

Committee.

An approval process can be applied to items (including online
items) or to scheduled offerings. It can be created to include one

approval step or as many as Six.
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APPROVAL PROCESS SETUP

completed (Figure 1). These include:

1. Creating approval roles.

3. Creating approval processes.

2. Assigning approval roles to learners.

5. Configuring the notification text (if desired).

In order to use the approval process, several setup steps must be

4. Applying approval processes to items/scheduled offerings.

Assign to

Approval Role

Apply to

v

Approval Process

Apply to

A4

Item and/or Scheduled Offering

v

Figure 1. Approval Process Setup

APPROVAL ROLES

needed for attendance.
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To enable self-registration in SATERN, administrators populate
approval roles that correspond to steps in the approval process that
they wish to use. For any item or scheduled offering, an approval
process can be assigned so that learners can self-register for the

course by automatically starting the appropriate approvals that are




Administrators can identify all the potential approvers as one
certain role; which means that each potential approver listed as that
role receives an email when that step in the approval process is
reached. In practice however, receiving emails that are not for you

can be annoying.

To enable additional flexibility for administrators at the centers who
wish to more accurately identify the specific approver(s) who
handle a certain course or course type, the approval roles shown in
Figure 2 were created. Now Center Training Offices can use 20
unique Training Office Specialist roles for their staff, effectively

eliminating approval requests that are not intended for them.

SATERN
System for Administration, Training, and
Educational Resources for NASA Administration | Quick Links: 'I Home
Learner Management | Performance | Leamning | Commerce | Content | Reports | System Admin
+ Application Admin -
+ Security Records par Psgeli*-“ :l' {21 total records)
+ Automatic Processes Approval Role ID Description
= ERTELEGET TO-1 = D Training Office Specialist 1
+ Custom Columns = - P
+ Tools TO-10 [Z1[&]  Training Office Specialist 10
_ References TO-11 = D Training Office Specialist 11
Approval Process TO-12 @D Training Office Specialist 12
|Approval Roles TO-13 Ci|si  Training Office Specialist 13
[Countries TO-14 [Q1[Z | Training Office Specialist 14
(e TO-15 DIl Training Office Specialist 15
|-Date Format Patterns = == g L
e TO-16 @ E, Training Office Specialist 16
| Esig Meaning Code TO-17 Ci[sj  Training Office Specialist 17
[-Holiday=s TO-18 @D Training Office Specialist 18
[Label= } 019 CI[<]  Training Office Specialist 19
[ETEEEIELE To-2 [CU[Z] | Training Office Specialist 2
(Active Locale Labels == = —
., TO-20 :-I Ii‘ Training Office Specialist 20
|- Number Format Patterns TO-21 [Z1[s5 | Training Office Specialist 21
[-Security Clearance Types TO-3 w D Training Office Specialist 3
[Subject Areas TO-4 [2U[E | Training Office Specialist 4
[RERUETILD T05 CI[L]  Training Office Specialist 5
Background Jobs e
T0-8 [Z1[5] | Training Office Specialist &
TO-7 = D Training Office Specialist 7
T0-8 [21[Z] | Training Office Specialist 8
TO-5 - |:| Training Office Specialist &
Records per Psgeli*-“ :l' (21 total records)

Figure 2. Training Office Approval Roles

For example, if a center uses the two-step approval process,
(Supervisor/Training Office Specialist), any learner who self-
registers for the item or scheduled offering triggers an email to
anyone who has the learner’'s domain restriction and the role of

Training Office Specialist. Using listed approval roles means that

I Training Approvals Page 7




SATERN

you can identify exactly who the correct person is (up to 20) who

should be approving enrollments for that particular item or
scheduled offering. Remember that using these approval roles only
work if you select the approval process that contains the desired

approval role that you have pre-populated.

+ Application Admin

+ Security

+ Automatic Processes
+ Configuration

+ Custom Columns

+ Tools

- References
[-Approval Process
-Approval Roles
-Countries
|-Currencies

|-Date Format Patterns
|-Degree Type

[-Esig Meaning Code
|-Holidays

ADDING A NEw APPROVAL ROLE

An approval role is a role that can be assigned to a learner for
participation in the approval process as a training approver.
Approval roles are created by the NSSC as a reference and

require an ID. Entering a description is also strongly recommended.

The default approval role for SATERN is 1% Line Supervisor. This
role, when used in an approval process, links to a learner’s direct

supervisor (1% Line) (Figure 3).

User Management | Performance | Learning | Commerce | Content | Reports | System Admin

Approval Roles | Search | Add New | Help |

Search Saved Searches

Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of
values. You can also add or remove search criteria to further refine your search.

Case sensitive search: O Yes @ No
Approval Role ID: statswin v |
Description: ]E};s@nn [ ¥

Add/Remove Criteria

Training Approvals Page 8
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% Lab1. Adding a New Approval Role — Performed by NSSC

Step

1. Navigate to System Admin > References > Approval Roles.
2. Click Add New.

3. Enter an approval role ID.

4. Enter a description for the approval role.

5. Click the Add button.
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APPLYING AN APPROVAL ROLE TO A LEARNER

Once created, an approval role should be applied to a learner or
learners. A learner can have multiple approval roles assigned to
him/her, and each assigned approval role can be domain
controlled, so the learner only acts as the approver for learners in

the selected domain(s).

Example:
Joe is a Training Coordinator — KSC Domain
Susan is a Training Coordinator — ARC Domain

Keith is a Training Coordinator — DFRC Domain

All three people have the same approval role (Training
Coordinator), but they each have approver rights for a different set
of learners because of the domains selected when the role was

added to their learner record (Figure 4).

Note: If more than one learner is assigned an approval role and given access to
g the same domain, any of those individuals can act as the approver of a learner’s
pending approval.

Surveys S5F-182 Requests Standard Optiong
. Organization Succeszsion
Catalog Preview Preferences Approval Role Approvals Initiatives Planning
Cpty Profiles Competencies Registration Regquests Online Status Commerce
Summary Phene Numbers Custom Fields Learning Plan Learning Hiztory Curricula

Assign Approval Roles to the Learner

Enter an Approval Role ID or add ene or mere from list

Approval Role ID: I w
Assign Approval Roles to the Learner
Select All / Desslact All
TRAINING Training Ceordinator Control Domaing
COORDINATOR
Select All / Deselect All

Figure 4. Approval Role Tab: Learner Record
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Table 1 provides some examples of approval roles at NASA.

Table 1. Examples of NASA Approval Roles

Examples of NASA Approval Roles

Supervisor 1

Learning Center

Training Office

Training Coordinator

Human Resource Development Rep
NSSC

AGENCY

Host Center Training Office

Training Approvals Page 11



SATERN

g Lab 2. Assigning an Approval Role to a Learner

Step
1. Navigate to Learner Management > Learners.
2. Enter search criteria to search for the appropriate learner record.

3. Click Search.

4, Click the edit icon to access the learner record in edit mode.
5. Select the Approval Role tab.

6. Enter an approval role ID.

7. Click the Add button.

Note: You can also click add one or more from list to search for the approval role to

add.
8. Review the assignment in the Assign Approval Roles to the Learner
section.
9. Click the Control Domains link.

10.  Enter a domain ID.

11.  Click the Add button.

12. Check the Include Sub Domain checkbox.
13.  Click the Submit button.

14.  Click the Return to Approval Role button.

15.  Click the Apply Changes button.

Note: If you do not perform this step, the approval role will not be assigned to the learner.

|
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CONCLUSION
In this lesson, you learned how the NSSC adds an approval role to

SATERN and how to assign it to learners.

You should now be able to:

» Define an approval role
» Add a new approval role
» Assign an approval role to a learner

In Lesson 2, you will see the steps taken by NSSC to create an

approval process and apply the approval roles to the process.

Training Approvals Page 13



LESSON CHECK

Use what you learned in this lesson to answer the following

guestions.

1. An approval role is assigned to a(n)
a) Item
b) Scheduled offering
c) Learner
d) None of the above

2. What must be selected when an approval role is assigned?

Training Approvals Page 14



Lesson 2:
Approval Processes

The goal of this lesson is to establish a general understanding of
approval processes.

OBJECTIVES

Upon completion of this lesson, you will be able to:
» Define an approval process

» Add a new approval process

» Assign an approval role to an approval process

APPROVAL PROCESS

An approval process is a set of approval levels a learner must go
through before enrollment in a scheduled offering or launch of an
online item can be completed. An approval process prevents
learners from launching an online item or registering for a
scheduled offering without obtaining proper approval. Instead, each
learner must go through the company/agency-defined approval
process assigned to that item.

In addition to the new approval processes available to you, the
previously defined approval processes are still available for use at

your center. The new approval processes are shown in Figure 5.
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SATERN
System for Administration, Training, and
Educational Rescurces for NASA

Administration IZ;L.lc,LLlr'Le:I 'l Home

Learner Management | Performance | Learning | Commerce | Content | Reports | System Admin

+ Application Admin
+ Security
+ Automatic Processes

Field Chooser
+ Configuration

+ Custom Columns
+ Tools

- References

Records per Pagel'r"-“ j‘ {126 total records)
Process ID «

Process Name

1STEPTC 1STEPTC

Approval Process

[-Approval Roles 1STEP SUPER 1STEP SUPER

|-Countries 1STEP_IEM 1STEP_EEM

[FCurrencies 1STEF_LC 1STEF_LC

[LEE FIIE BETE 2 STEP SUPER/CFO APPROVAL 2 STEP SUPER/CFO APPROVAL
[ 2 STEP SUPER/CFO1 APPROVAL 2 STEP SUPER/CFO1 APPROVAL
[-E=ig Meaning Code

|-Holidays 25TEP SUPERJARC NSTC POC 2STEP SUPER/ARC NSTC POC
|-Labels 2STEP SUPERIDFREC NSTC POC 2STEP SUPER/DFREC NSTC POC

[-Language Skills
[-Active Locale Labels
(-Active Locales

2STEP SUPER/GRC NSTC POC
2STEP SUPERJGSFC NSTC POC
2STEP SUPERMHCTO

2STEP SUPER/HQ NSTC POC
2STEP SUPER/SC CFO

2STEP SUPER/SC NSTC POC
2STEP SUPER/KSC NSTC POC
2STEP SUPER/LARC NSTC POC
2STEP SUPER/MSFC NSTC POC
2STEP SUPER/NSSC NSTC POC
2STEP SUPER/SEPG POC
2STEP SUPER/SSC NSTC POC
2STEP SUPERITC

2STEP SUPER/GRC NSTC POC
2STEP SUPER/GSFC NSTC POC
2STEP SUPER/HCTO

2STEP SUPER/HQ NSTC POC
2STEP SUPER/SC CFO

2STEP SUPER/SC NSTC POC
2STEP SUPER/KSC NSTC POC
2STEP SUPER/LARC NSTC POC
2STEP SUPER/MSFC NSTC POC
2STEP SUPER/NSSC NSTC POC
2STEP SUPER/SEPG POC
2STEP SUPER/SSC NSTC POC
2STEP SUPER/TC

[-Mumber Format Patterns
[-Security Clearance Types
[-Subject Areas

[-Report Groups
Background Jobs

DoDDPDoDDROoODRDDOooDDRDD
(e s s s s s s s )

Figure 5. New Approval Processes

Caution: Administrators who wish to utilize these approval roles
and corresponding approval processes should track who in the
Training Office has which approval role number. This will help to
ensure that the approval process used is the correct one.

Confusion and delay for learners could result if a mistake occurs.

Note: If your center would like to utilize other approval processes that are not
currently defined in SATERN, you must call the Help Desk at 1-877-NSSC-123 to
have those configured and created for use. (New roles can only be requested by
a Center or Discipline SAL.)

As an example, if you have an approval process that incorporates two approval
roles that aren’t in a sequence currently defined in SATERN, the Help Desk can
create an approval process that will meet your business need. Keep in mind that
approval roles and approval processes are available across the Agency, so be
sure to verify that your needs are met with the current configuration prior to
calling the Help Desk.

ADDING A NEW PROCESS

An approval process is created by the NSSC after approval from
the Executive Committee through the References menu and

requires an ID. Entering a process name is also recommended.

I Training Approvals Page 16




Once the approval process is created, the NSSC defines a step

and identifies one or more approval roles and/or specific learners
as the approvers for that step. Any learner with that approval role
assigned to his/her record becomes an approver whenever this

approval process is used with an item or scheduled offering. Each

approval process can have up to six approval steps (Figure 6).

Approval Process Search | Add New | Help

> earch > Search Results > Edit Approval Steps

Process ID: 3STEP SUPER/TCITO
Process Name: 3ASTEP SUPER/TC/TO
Verzsion: 1

Summary Approval Steps

|

Edit the Steps for the Approval Process

All steps added will be placed at the level indicated, and other steps will be lowered in the process. Any step added or
changed will not be inzerted until the "Apply Changes' button iz prezsed.

Add a Step to the Approval Process

* Step Number: I * Step Name: |

Update the Steps for the Approval Process

Step No | Step Hame Approval Roles --
[T

Initial Approver Supervizor Level 1 (Supervizor Level 1) Edit Remowe
EE 2 Training Coordinator TRAINING COORDINATOR (Training Coordinater) Edit Remowve
3 Training Office TRAINING OFFICE (Training Office) Edit Remove

Apply Changes

Figure 6. Approval Process
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@ Lab 3. Adding a New Approval Process — Performed by NSSC

Step

1. Navigate to System Admin > References > Approval Process.

2. Click Add New.

3. Enter a process ID.

4, Enter a process name.

5. Select a domain.

6. Enter a process owner e-mail.

Note: The individual responsible for maintaining this process.

({1

7. Click the Next button.

8. Enter a step name.

Note: This is under the Process ID information at the top of the page.

9. Click the add one or more from list link.

10.  Enter search criteria to search for and select an Approval Role ID.

Note: Make sure to check the Add checkbox before clicking the Add button.

W

11. Click the Next Step button.

12. Enter a step name.

Note: This is under the Process ID information at the top of the page.

13. Click add one or more from list.

14.  Enter search criteria to search for and select an Approval Role ID.

Note: Make sure to check the Add checkbox before clicking the Add button.
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15. Click the Finish button.

16. Review the process steps as necessary.

17. Click the Create Process button.
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SATERN

CONCLUSION

In this lesson, you learned how the NSSC creates an approval
process. You also learned how to apply an approval role or learner

to each step in the process.

You should now be able to:

» Define an approval process
» Add a new approval process
» Assign an approval role to an approval process

In Lesson 3, you will apply the approval process to an item and

scheduled offering.
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SATERN

LESSON CHECK

Use what you learned in this lesson to answer the following

guestions.

1. What is the maximum number of steps an approval process can
have?
a) 2
b) 4
c) 6
d) Unlimited

2. True or false
You must assign an approval role to each step in the approval

process.
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Lesson 3:
Applying an Approval Process

The goal of this lesson is to establish a general understanding of

how to apply an approval process.

OBJECTIVES

Upon completion of this lesson, you will be able to:

» Apply an approval process to an item
» Apply an approval process to a scheduled offering

» Define the entire approval process

APPLYING AN APPROVAL PROCESS TO AN ITEM

Once an approval process has been added to the database by the
NSSC, it can be applied to items and scheduled offerings. Each
item and scheduled offering can have only one approval process
assigned to it at a time. Approval processes assigned at the item
level can be modified at the scheduled offering level.

At the item level, an approval process is established by selecting an
approval process ID and checking the Approval Required
checkbox on the Summary tab of the item record. If the item is
classified as an online item, a learner will not be able to launch the
item until the approval process has been completed with an
Approved status. If the item is classified as instructor-led, and a

learner attempts to self-register for an available offering, he/she
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SATERN

receives a status of Pending until the approval process has been

completed with an Approved status (Figure 7).

[tems

Search | Add New | Help

tem Type:

ftern ID:

Revizion Date:
Rewvizion Number:

> Search > Search Results > Edit Summary

WORKSHOP
ARC-GSUSDA-CWTCT
34/2009 04:33 PM Americalindianapoliz

Standard Options

[ Cozt Calculation I Pricing I Chargeback I Catalogs I Subject Areas I Evaluations ]
[ Substitutes I Online Settings I Notifications I Materialz I Objectives I Grading Options ]
[ Tasks I Curricula I Competencies I Custom Fields I Requestz I Rast Reazonz ]
De=ign Data I Delivery Data I Instructors I Preregquisites I Documents ]
—

Edit the Hem

* = Required Fields

Title:
Clazzification:

Source ID:
* Domain I0:
Delivery Method 1D:

Aszs=ign. Type ID:

Apply t | Copy Item...

|CLEAR WRITING THROUGH CRITICAL THINKING
Instructor-Led
| INTERNAL (internal) = |

Y r—

| FACILITATOR (Faciltator) |

| OPTIONAL (Optional) =]

Approval Required:

Approval Process ID:

I SupervizornTO10 (SupervizorTraining Office Specializt 10)

W

Figure 7. Approval Process: Item Record




@ Lab 4. Assigning an Approval Process to an Item

Step
1. Navigate to Learning > Iltems.
2. Enter search criteria to search for an item.

3. Click Search.
4. Click the edit icon to access the item record in edit mode.

5. On the item Summary tab, select an approval process from Approval

Process ID drop-down menu.
6. Click to check the Approval Required checkbox.

7. Click the Apply Changes button.
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SATERN

APPLYING AN APPROVAL PROCESS TO A SCHEDULED
OFFERING

Administrators can add an approval process to a scheduled offering
if one wasn’t added at the item level. If an item approval process
default was set at the item level, the admin may change or remove

the default process (Figure 8).

Scheduled Offering ID: 48347
ftem: COURSE DFRC-FLTOPS-FLDRV (Rev 10/23/2008 04:25 PM America/indianapoliz)
Title: FLIGHTLINE DRIERS TRAINING

Standard Options
[ Notifications ICD&tCaIculﬂtiﬂnI Cost Summary I Pricing I Catalog I Chargeback ]

Summary Segments I Registration I Contacts I Materials I Custom Fields ]

—
Edit the Scheduled Offering

* = Required Fields

Apply Changes

Description: IFLIGHTLINE DRIERS TRAINING

Group Insgtance: Q I
* Domain: Q, [oFre

Facility: I DFRC-DAOF (DFRC-Dryden Aircraft Operations Facility (DAOF)) LI

* Time Zone: | PST (Pacific Standard Time) x| I Ei’:ewzrn:is
Approval Process ID: I SupervizornTO2 (SupervizornTraining Office Specialist 2) LI

Approval Required: I~

Contact: IDean LeBret

Email: Idean a.lebret@nasa.gov

Phone: |e81-276-7038

Fax: I

Active: =

Auto Fill Registration: -

Enable Users to Waitlist:  [#

4 zigned form D-WK191-7 i required to attend the class.

Comments:

Clozed: No  Cloze the Scheduled Offering
Clozed Date:

Cancelled: No Cancelthe Scheduled Offering
Cancelled Date:

Edit the Registration for the Scheduled Offering

Reqistration Cut-off Date: I— Winimum Registration I—
S M| (1000

Registration Cut-off Time: l— Maximum Registration: I—
(hh:mm AN/PKH (1000

Time Zone: | PST (Pacific Standard Time) x| Registration Status:

0 enrolled,
0 waitlisted

Published Price: 0.00 US Dollar (USD) (Default)

¥ self Registration

Apply Changes C -heduled Offering...

Figure 8. Approval Process: Scheduled Offering Record
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SATERN

In order to engage the approval process, both the Approval
Required and the Self-Registration checkboxes (in the Edit the
Registration for the Scheduled Offering section at the bottom of the

Summary tab) on the Summary tab must be selected.

THE APPROVAL PROCESS

When a learner attempts to register for a scheduled offering for
which approval is required, he/she must complete a registration
request. Depending on the approval roles involved, the learner

might have to select learners to perform the approval (Figure 9).

Registration )

The Scheduled Offering selected requires approval for registration. If you continue, you will be placed in a pending status until
your requestis approved.

Additionally, all steps listed must have an Approver listed before the request can be processed. Please select a userto serve
as Approver in any steps that are indicated with a "Select User for Approval under the Approvers area.

Lastly, enter any comments that you wish to be associated with your request and/or registration.

Previous | Confirm

Offering

FLIGHTLINE DRIVERS TRAINING
COURSE DFRC-FLTOPS-FLORY
Revision: 10/23/2008 05:25 PM EST
Start Date: 3/29/2010 09:00 AM PST
End Date: 3/29/2010 11:00 AM PST
Capacity: 0 of 30 enrolled, 0 waitlisted
Price : 0.00 (USD)

Approval Steps

Approval Step Approvers

Initial Supervisor THOMAS JHOWARD, (Close View)

Training Office SPecialist 2 JEMMIFER A BRYGIDER; DAWN M PRUITT, LaKeesa D Coates; (Cloze
View)

Registration Comments

Learner Name: WINTERS, CHASE S
Registration PEMDIMNG (Pending)
Status:

Comments:

Previous | Confirm

Figure 9. Learner Interface: Registration

Training Approvals Page 27



In order for a learner to be enrolled into the scheduled offering
pictured in Figure 9, the learner must be approved by both his/her

first level supervisor and Training Office Specialist 2.

Once the approval process is engaged, the supervisor is notified
via e-mail and an alert text on his’lher SATERN Learning learner
Home page (Figure 10). If the supervisor approves the request, the
process moves to the second step where the Training Office
Specialist 2 is sent an e-mail notification and sees an alert on
his/lher Home page as well. If the Training Office Specialist 2
approves the request, the approval process is complete and the
learner is enrolled into the scheduled offering. Learners are also
notified as the process moves through the approval steps and they
receive a final e-mail confirming their registration in the scheduled

offering.

Welcome THOMAS HOWARD | Home | Search Catalog ;; | @ Help | & Logout

Welcome THOMAS HOWARD @
3/26/2010

Welcome to SATERN, NASA's official learning management system. The
System for Administration, Training, and Educational Resources for NASA
(SATERN} provides simplified one-stop access to high-quality training
products and processes to support learmning and development I & vou have leamer training appravals» |
&) You have overdue leamings

SATERN provides desktop access to training enroliment and continuous
learning for the NASA workforce. Find out more information on the SATERN
Informational Web site or contact your Center training office. Catalog

View all available instructor-led items»
View all available online items»
Browse Catalog»

For assistance, contact the M33C Contact Center at 1-877-NSSC-123 (877-
677-2123) or NASA-satern.support@nasa.gov.

Figure 10. Training Approval Alert on Home Page

Clicking the You have learner training approvals alert text takes
the approver to the Pending Reviews and Approvals screen
(Figure 11). From this screen, approvers can approve or deny the
pending approval and enter comments for their decision. If the
request is approved, it moves onto the next step, such as Training
Office Specialist 2. If the request is denied at any step in the
process, the approval process is stopped and the learner would
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have to resubmit the request to attempt to get into the scheduled
offering in the future. The Skip option allows an approver to put off

a final decision until a later time.

Note: If the approver changes (i.e., learner is under a new supervisor), the
£ pending approval automatically reroutes to the new approver.

Pending Reviews and Approvals @

This view shows you all of the review and approval actions you have been asked to perform. It is divided into two primary sections: reviews and approvals for
performance management activities, such as competency assessments (only if available); and approvals for training requests. You may switch between
sections by clicking on the appropriate section header. Within each section you will find a list of specific reviews or approvals you are being asked to perform,
categorized by action type

Performance Management (0] Training (1)

¥ Internal Training (1)

¥ Enter Reasons for Approvals or Denials & Al " Direct Reports Only
Crg ID UserName Leamner Name.  Tille Price  Tvpe Action [Approve AlliDeny All
HO-WH10 cwinters FWINTERS, FLIGHTLIME DRIVERS TRAINING ENROLLMENT el Approve el Deny Il Sklp

CHASE S

¥ External Training (0}

& All " Direct Reports Only
Mo iterns were found using this search criteria.

Figure 11. Pending Reviews and Approvals Screen

NASA Business Rule

+ If alearner’s supervisor is unavailable to approve the scheduled
offering and/or external training request in a timely manner, the
Center Level 1 Administrator can approve the training with a
written authorization (e-mail) from the learner’s supervisor to

approve the training for the learner.

+ The administrator should use the comments field to include
remarks that reflect that the approval was made by the Level 1
Administrator on behalf of the supervisor. Administrators should
not “super-approve” the Training Office step, because Training

Codes cannot be entered.

NOTIFICATIONS GENERATED BY SATERN

Figure 12 displays a notification the learner receives after
submitting his/her request for approval into the scheduled offering.
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Training Approvals

This notification informs the learner again of the steps required to

approve the request.

Q Confirmation of request submission for FLIGHTLINE DRIYERS TRAINING - Message (Plain Text) - |E||5|

© File Edit ‘iew Insert Format  Tools  Actions  Help

s WG 4 BB @B E Ao & @[

E@Snaglt Q\W\ndow '!l v“‘ '“él B I O |,
To... | Ichase‘s.wwntars@nasa.cnm
Ce | |
Subject: |Confirmatiun of request submission For FLIGHTLIMNE DRIVERS TRAINING
Winters Chase [(¥¥&#s&sny) ﬂ

Thiz note is to confirm that you have requested to enroll in the following accivity:

Registration: FLIGHTLINE DRIVERZ TRALINING

Start Date/Time: 5/17/2Z010 05:00 AM America/New York End Date/Time: 5/17/2010 04:00 PM imerica/New York
The regquestor's comments:

Please note that this activity must be approved at the following steps before access to the activity is

allowed. If wou hsve any guestions about the approval process, please contact your learning
coordinator.

Initial Supervisor approval.

Training Cffice Specialist approval.

Figure 12. Confirmation of Request Submission by Learner

Figure 13 displays a notification the learner receives after the initial
supervisor has approved the request and the process is moving to
the Training Office Specialist 2.

@ Approval Process progress for FLIGHTLINE DRIYERS TRAINING - Message (Plain Text) - |E||5|

' File Edit ‘iew Insert Formatb  Tools  Actions  Help
iidgend | | % B2 B2 0 (@8 ! 8 v ] [ ocotos.. A’I@!
‘ '||| '“é‘ B 7 U|E i= * 1B snagit (&' | window v!

To... | |chase‘s.wwntars@nasa.com

e |l

Subiject: IApprUva\ Process progress for FLIGHTLIME DRIVERS TRAINIMG

Winters Chase [FF*&xsxx®)
This note is to confirm that the following activity has progressed toward approval.
Registration: FLIGHTLINE DRIVERES TRAINING

Start Date/Time: 5/17/2010 05:00 AM America/New York End Date/Timwe: 5/17/2010 04:00 PHM Awerica/New York
Initial Superwvisor approved by Howard, Rohert J|

Comwents:
Please note that this activity must scill be approved at the following steps before access to the

activity is allowed. If you have any guestions sbout the approval process, please contact your lesrning
coordinator.

Training Office 3pecialist approwval

Figure 13. New Step Reached in Approval Process
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Figure 14 displays a notification the learner receives after the

request has made it through the entire approval process

successfully and the learner has been enrolled into the scheduled

offering.

X Registration Notification - Message (Plain Text) ;|g|5|
© File Edit ‘iew Insert Formab  Tools  Actions  Help
e G % B B0 @D 8 S Boes. &A@
i A FlAlB £ U i= = &= B snaaic (1| vindow -B

To... | I:hase‘s.wwnters@nasa.cum

Ce ||

Subject: |Reg|strat|on Motification
|

Thizs note confirms your registration in the following learning activicy:

COURSE DFRC-FLTOP3-FLDEV (Rev 10/23/2008 04:25 PN America/Indianapolis)
FLIGHTLINE DRIVERZ TRAINING

The schedule is as follows:

Start: 5/17/2010 02:00 AN Lmerica/MNew York
End: 5/17/2010 12:00 PN America/MNew York
Instructor: ALBRAMION, ALEZIS

Facility: lmes Research Center

Location: Imes Research Center, NZ03, BM 215
Start: 5/17/2010 12:00 PN imerica/New York
End: 5/17/2010 04:00 PN Awmerica/New York
Instructor: ABRAMSON, ALEXIS

Facility: Ames Research Center

Location: Lmes Research Center, N203, BM 215

Rebecca Haas
661-276-0215
Rehecca.m. haasfnasa. com

Approval Reason:

Figure 14. Registration Confirmation

If wou have any guestions about the registration, plesse contact your learning coordinator.




SATERN

CONCLUSION

In this lesson, you learned how to apply an approval process to an
item and a scheduled offering, and how to complete the approval

process as an approver using SATERN Learning.

You should now be able to:

» Apply an approval process to an item
» Apply an approval process to a scheduled offering

»> Define the entire approval process
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LESSON CHECK

Use what you learned in this lesson to answer the following
guestions.

1. True or false:
If an approval process is set at the item level, it must be used at

the scheduled offering level.

2. True or false:
A learner who has been assigned Training Coordinator can
approve all learners who attempt to launch an online item with
an approval process assigned to it and that includes Training
Coordinator.
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Course Summary

The approval process enables NASA to apply its business
processes to learners who need approval before enrolling into a
scheduled offering or launching online content. This can be set up
as a direct subordinate to supervisor approval process, or it can be
created as a multi-tier process that requires multiple approvals.
Approval processes can be applied to items and scheduled
offerings. Each step in the approval process is created with a

designated approval role or specified approver.

You should now be able to:

Describe the capabilities of the approval process
Create an approval role

Assign an approval role to a learner

Create an approval process

Apply an approval process to an item

YV VvV VvV YV VY V

Apply an approval process to a scheduled offering
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